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ANNEY III  TAB H

CIA RECORDS CENIEER

OPERATING PROCEDURES

Aecessioning - This procedure implies the retirement of non-curraent records
Trom an operating sctivity io the Center, thus releasing much nseded filing
equipment and occasionally valuable space for further use., The physical
gransfor is initisted by the area records officer who prepares Torm 60=52,
*Records Retirement Request,” in gquadruplieate. He then packages and labels
the records storage boxes, assigns box numbers, and compiles the list of
records being retired.

The Center supplies boxes and labels, provides the vehicle and personnel
for transpertation and renders other assistance upon request. The accession~
ing section of the Center assigns a job mumber. uhen retirement has heen
effected, & receipted copy of Forn €0-52 is returned to the Area Records
officer for subseguent refarence.

Storsge - Upon Eﬁgaipt of records in the Center, the shelf location is noted
by ares and yoom- number in the space provided on the reverse side of Form
£0-52. Cne copy of the form is filed numericelly by job number and snobher
copy by the office of primary interest. Thus & two=-fold reference source

is provided. The fourth copy is used to support the Disposal Schedule
tickler File (See TIR J)

Servicing = 2 reference service to meet the needs of offices of interest is
praviaea because aveilahility of stored records for subsequent reference ig
esgential. Servicing includes extracting irformation upon request, leoaning
records, end transferring records bvack to the office of origin. Reference
servicing is more cfficient when the job number can be furnished.

Information from the records is sometimes furnished via telephone, The
courier force is used to deliver records called for by an office of origin.
Normally, a request for the lcan of records is processed within eight working
hours. Thus & set of records recuested in the morning will be delivered in
the sfternoon. In exceptional cases where time ig a matter of importance &
record may be obtained on a priority besis throuh the medimm of a special
courier.

4 reference search area equipped with microfilm readers is provided in
the Center where files or #£i1m are made avallable to the searcher,

Serecening - Screening of records ig the detailed process of examining,
BnBlyzing, and evaluating non-current rccords for subsequent retention or

disposal as appropriate. hile the records analysts and area resords officers
ecollaborate in establishing disposition schedules, 1t is sometimes necessary
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to perform the actual screening in the Center, To date, screening has been
held in absyence due to several factors such as the selection and training
of area records officers and center personnel for the immediate work, in-
sufficient space in the former interim center Lo accept records from office
of origin, the completion of & physical move to a larger interim center and
incompletion of inventory, appraisel and preparation of control and disposi-
tion schedules in verious offices. In this respect, experience to date has
required the installation of new filing systems in some offieces before proper
scheduling could be accomplished.

Lisposal - cimilarly, disposal procedurc has becn held to & minimum for the
Teasons cited above, The Center is prepared, howevir, to implement ithe
records program by physical destruction of files for which disposal action
has been authoriged.

Records will at no time be destroyed without the concurrence of the area
records officer cencerned. To cifect disposal, Form 36-145, "wotificalion
of Disposal Acticn" is prepared. mhe records suthorized for disposal and the
authority for the destruction thoreef are reflccted on this form. %When pre=
pared, the form is forwarded 4o the arees records officer for final review and
approval.

Supplementsal Tistributien

Published Reports - Requests for published reports are received st the Center
vis telephone or memoranda and referred to the Reference Service Section.
Intra-agency requests are received directly from various offices. Inter-
sgencgy requests are received through Lb/CD. The operations in the unit in-
elude searching for the requested matsrial, packaging it properly and dis-
patching it to the requestor with courler receipt.

Information Reports - Requests for informetion reports are recalved at the
center via ?efepﬁone or memoranda and referred to the Reference Gervice Dec-
tion. The operations in the wunit include pulling the "Master Copy" of the
reguested report from file, determining the type of master, i.e. ozalid,
photocopy or ditto, selecting and starting the duplicating equipment required
for the type of master, running the necessary gquantity (Aversge is four items
per request), stopping egquipment, enclosing information repcrt copiee 1n
envelope, dispatching sealed envelope with courier recelpt and refiling

- #¥aster copy."

Six employees, in all, have received on-the-job training in operating
the duplicating equipment. Thus, ample provisions have been rade for sub=
stitution of operators.

Resporsibility for security of the reproduced report copies rests with
the receiving office.
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tions, notices and other

nit bution - Initial distribution of regule » 1O d

%ﬁ::i:iégiéég%ﬁa “TTh the receipt of @ distribution control IIStﬁfrUmtzfi;

The material is received directly izom the 2;§;e§§§§223€§i§z:; ghze::teriél
sddressing envelopes, sorting, counting 3

:ﬁ:iﬁging to the %outrol list, and diepatching the sesled envelopes with

courier rsceipt.
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